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OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTOR 

RECORDS UNAQEMENT PIVISION _--_-. ,.-- .L--, ~ ~ ~ _ _ . I  .. ,~ . ~ - .  ~~ r .~, ~ ~~ 

APPLICATION FOR RECORDS RETENTION SCHEDULE 

INSTRUCTIONS: See Publication No. 76-RM-1 for instructions on completing this form. Forward signed original to 
Department of Archim and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 6 
Attention: Scheduling Section. 

_ _ _ _ .  ~~ .. ~.~ 

FOR AGENCY USE 1. Agency Address - _  __ I Off ice  of t h e  Compt ro l l e r  General Application Number 

.OCf  1 1982 I OCT 2 5 1382 

P r i n c i ~ p a i  C l e r k  
~ ~~ ~~~ _ ~. .- ~. .. ~~~~ ~. .. . ~ ~~ 

Angela R .  Watkins  

8. eS Estamsn Retention Schedule; cord will continua to accumulate. 
b. 

, ~ ~ ~~ . ~ ~~~ ~~~ ~ ~ 
- ~ ~--_~___i______-~;i_~~ . .. 

.;& I. Action Requested 

0 Dispose of present accumulation; no further accumulation anticipated. 

Latest 

~~~~~ ~ ~ ~_ ~~ ~ ~ ~ __ 

iarliest 

7-1-80 ~ 

C e r t i f i c a t e  of A u t h o r i t y  Sendbacks f o r  I n s u r a n c e  Agents  
i. Division and Office Function What is the function of me Division and the Office in which this record series is  created? 

~' The Agents  L i c e n s e  D i v i s i o n  is r e s p o n s i b l e  f o r  p r o c e s s i n g  a p p l i c a t i o  
and  i s s u i n g  new a g e n t s '  l i censes  and  renewing  p e r a a n e n t  l i c e n s e s  ; 
examining  a g e n t s ,  c o n d u c t i n g  p r e - h e a r i n g  c o n f e r e n c e s ;  and for  
p r e p a r i n g  c e r t i f i c a t e s  f o r  a g e n t s  b e i n g  l i c e n s e d  a s  n o n - r e s i d e n t s  
i n  o t h e r  s t a t e s  and a c c o u n t i n g  f o r  a l l  Agents  L i c e n s i n g  and 
C e r t i f i c a t e s  of A u t h o r i t y  fees .  

-. I-~.___.____~__~-~~_~______I_.__._ _ ~~ ~- ~ - _  ~~ 

r. R m r d  bier Description 

D&ments relating to: 

This file contains the following documents (include form numbenend rit/es, if any): 
Attach samples of the file. 

I n d i v i d u a l  Appointmnnts  of Agents  w i t h  new companies  
t h a t  have been r e t u r n e d  t o  t h e  Company H o m e  Off ice  
because t h e  a g e n t s ' .  i n d i v i d u a l  l i c e n s e  h a s  no t  been  renewe 

(3.1. D.-122, A copy of t h e  computer  Gendback Form L e t t e r .  
lnduded are: 

._I___ . ~ . ---. ~- ~.~ . 
8. Monthly Raferencs Rate How often are records referred to which are: 

* Thirteen to twenty-four months old __~--- 6 6 One to six months old ----; Seven to twelve months old --.-_, ., 3 . 
- !, :- tyenry-five months and olderA~.- 7 - ~. 

-~_I -. . .  .~ ~ _ ~ 

9. Annual Rate of Atcumulationof Ramrdr 
- 

Letter-size drawers ; Legal-sin drawers - ~- ; Shelves _. ~~~ - ~~ -. , . Other (specify) 4 Cubic- Ft., 

_ .  
-~ 

__I~ ~ - - -__- ,.= . - __be,- ~ - ~ .  . .... ~ . .  ~ _ _  ~~ . - ~~ . .. (Over) 
-.'~~_^---- ,R-SO-71; .Rev. 76 .. - _  TC .. ., 

~- -~ _ ~. - _  ~, 
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11. Retention Rquirements ,$he following requires the series to be kept: 

d. Audit period . 1 .~-_--years. a. State Law ~ .-...-y ears. 
b. Statute of limitation --~-_- ..~.-.years. e. Administrative need ~~ ~ _--years. 
c. Federal law -- --years. f. Federal retention instructions --. -.-years. 

.~ Attach copy or excerpt of laws or regulations. Explain administrative need. .. :. ; 

. .  . ,  . i '  *, :. . . .  . .  , .  

. >  .. . .  , v, , '> 1~ . !; 

.. . 
~ ~ : ,  . .  . .  . .  

. ,  . , .  
~~ ... .. ._ .~.. ~ ~ ~ _ - , _  - - ~  

12 Aomved biqksition Initructions This agency recommends that.the file series ~613 cur off ar thb endof each: 

[3 Calendar Year; & F i q l  rear: . .  b Other La--- -;~. . .__.__then, 
. . .  . .. 

~, . .  

. .  

[3 Hold in the current files area I_.-. vonth(s) 
G Transfer to local holding area, hold 
b Transfer to State Remrds Center; hold --~. 

0 Destroy. 
0 Transfer to State Archives for permanent retention. 
[3 Other &ecffyl 

year(s); then 
yearb); then 

year (5) ; then 3 

. . .  j .  , 
I -  . ,  . , . .  . .  . .  

These instructions apply to a l l  prior and future accumulations of the series. 


